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1. Purpose 
 

1.1 To maximize the City’s ability to obtain grant funds and to establish procedures for 
developing and processing grant applications to local, State, Federal and non-public agencies; 
and to establish procedures for notification, evaluation, and reporting of such grant 
applications. 

 
2. Policy 
 

2.1 All grant applications shall be reviewed by the City Manager’s office and the Department of 
Legislative Services (DLS) prior to submission to City Council for approval.  Please note 
when departments are requesting Council to authorize staff to apply for a grant, DO NOT 
include a specific amount on the 1472.  The preparing department must however; provide any 
City matching requirement in Sections 5 and 12 of the 1472, as well as in the Fiscal Statement 
of the 1472 “A” page.  The Grants Coordinator shall include the grant amounts in the semi-
annual grants status report to the Rules Committee. 

 
2.2 DLS shall assist City departments in identifying and receiving grants to fund new and ongoing 

City programs; shall act as an advocate for grant requests following submission to funding 
agencies; and shall coordinate and facilitate contacts with San Diego’s Congressional and 
State Delegation providing information and requesting action. 

 
2.3 Care should be taken in considering grant applications to avoid seeking the type of grant 

which involves a project which, when grant funding terminates, will become a burden to the 
City’s general government operations funding sources. 

 
______________________________________________________________________________________ 
Authorized 
 
                  (Signed by Ed Ryan)                                                            (Signed by John W. Witt)                                    (Signed by Charles G. Abdelnour) 

___________________________     __________________________     ________________________ 
    Auditor & Comptroller       City Attorney       City Clerk 
 
 
                (Signed by Judith Bauer)                                                       (Signed by Rich Snapper)                                          (Signed by Jack McGrory) 

____________________________     __________________________     ________________________ 
 Legislative Services Director   Personnel Director   City Manager
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3. Procedure 
 

3.1 Identification of funding sources:  When City departments have not identified a source of 
funds for proposals and assistance is desired, departments should contact the Department of 
Legislative Services.  DLS will assist by researching grant publications, contacting local, State 
and Federal funding agencies and, when appropriate, requesting assistance from the City’s 
governmental representatives in Washington and Sacramento. 

 
3.2 When a City department has identified sources of funds, either independently or through DLS 

assistance, the applicant City department is responsible for collecting and compiling 
information necessary to apply for available grants, including application guidelines and 
forms, program operating and reporting regulations, and schedule and submission 
requirements. 

 
3.3 When Managerial departments are prepared to initiate grant requests, brief general 

descriptions of the request shall be submitted to the City Manager or his designee for approval 
to proceed with application preparation.  Copies of such request shall be submitted to DLS for 
information.  Other departments shall submit copies of grant application requests to the City 
Manager’s Office and to DLS for information. 

 
3.4 During the application preparation, applying departments shall notify certain departments and 

offices which have continuing involvement in all grant programs, including but not necessarily 
limited to: 

 
Auditor and Comptroller 

 
To determine audit requirements; relevant accounting and reporting requirements; pre-
funding, letter of credit, and/or matching fund requirements; overhead rates; and fund flow 
procedures. 

 
City Attorney 

 
For review of legal commitments, identification of possible conflicts between Federal or State 
agency regulations and the City Charter, preparation of Council resolutions, and other 
certifications required in the application. 
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Financial Management Department 
 

For verification of staff salaries, material and equipment estimates.  Financial Management 
will also analyze the application document to ensure that, to the extent that the grant 
guidelines permit, the grant application includes all costs associated with the grant funded 
program; these costs may include indirect costs and administrative support costs.  Other items 
which may be reviewed included: potential cost efficiencies that may accrue through 
implementation of the grant funded project; an assessment of any required City match and the 
requesting department’s proposed source of this match; verification that, if possible, a special 
grant fund account will be established by the Auditor’s Office to assure that grant revenues 
and expenses are handled separately from General Fund revenues and expenses. 

 
Department of Legislative Services 

 
For a semi-annual report to the Rules Committee.  Each department shall report to the Director 
of DLS on a semi-annual basis, or more frequently as required, regarding the status of grant 
activities including but not limited to application, award amount, and project status. 

 
For Federal reporting requirements regarding use of Federal or non-Federal funds for lobbying 
for Federal funds.  Each department shall provide quarterly reports on any lobbying 
expenditures related to obtaining Federal funds.  (NOTE: use of Federal funds for lobbying for 
Federal grants, etc., is prohibited). 

 
Personnel Department 

 
For analysis of civil service, equal opportunity and civil rights compliance requirements.  

 
Planning Department 

 
For determination of the need for an environmental impact statement or other environmental 
review. 
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3.5 Following completion of the application document, Managerial department heads shall review 
contents with the City Manager, or his designee, DLS, the Auditor and Comptroller, and the 
City Attorney and gain approval to submit to City Council.  Other department heads shall take 
into consideration the suggestions of the City Manager, DLS, Auditor and Comptroller and 
City Attorney in preparing applications for Council approval.  Department heads shall then 
prepare necessary City Council communication and be prepared to respond to City Council 
inquiries regarding the grant project.  In conformance with current procedures relating to 
contracts, departments shall be responsible for any grant contract or subcontract negotiations 
insuring that contracts and subsequent amendments are, when appropriate: 

 
S reviewed and approved as to form and content by the City Attorney; 

 
S authorized for execution by the City Council; 

 
S executed by the City Manager; 

 
S filed with the City Clerk. 

 
3.6 On the rare occasion that the City is made aware of a funding opportunity for which the 

application deadline precludes the normal review process and authorization by Council, DLS 
may submit a tentative application to meet the deadline, recognizing that all normal 
procedures will be followed before the City accepts funds for the program. 

 
3.7 Following City Council approval, necessary copies shall be filed with the funding agency by 

the department.  During the application review by the funding agency, the applicant shall 
maintain communication with the funding agency.  DLS will assist upon request in this liaison 
capacity, but, as a minimum, should be kept informed as to the status of the communication. 

 
3.8 Departments shall insure that the proposed and final budget documents include narrative 

description for all approved grants being administered by the City. 
 
3.9 After approval of the grant application and contract by the funding agency, the applicant 

department shall have the primary responsibility for the project administration. Department 
staff shall maintain required liaison with the funding agency, coordinate the activities of other 
departments necessary for successful project performance, and prepare and forward all reports 
required by the funding agency.  All financial records will be maintained by the City Auditor 
and Comptroller’s office which shall prepare substantially all financial reports and forward 
them to the administering department for inclusion in required progress reports to the funding 
agency. 
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3.10 At project completion, the administering department, in conjunction with the City Auditor and 
Comptroller’s office shall take measures necessary for grant closure, including preparation of 
reports, payments requisitions, return of government property, and audit request. 

 
3.11 Following project completion, project files shall be maintained in accordance with the 

Grantee’s Records Disposition Schedule. 
 
4. Postscript 
 

4.1 Occasionally department heads are asked by representatives from outside agencies to endorse 
grant applications being submitted by those agencies.  A summary of the proposed application 
shall be distributed to all department heads, the City Manager and DLS for comment prior to 
making any endorsement.  The summary should provide: 

 
S a brief description; 

 
S the proposed funding source; 

 
S a description of the benefits the proposed program would bring to the City of San 

Diego. 
 

Discretion should be used in determining whether a particular application should be endorsed by the 
City Council rather than a single department or City Manager.  
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